
BID NO.: 6712-5/15-OTR

 OPENING: 2:00 P.M. 

 WEDNESDAY 

 August 3, 2005 

MIAMI-DADE COUNTY, FLORIDA 

I N V I T A T I O N  

T O  B I D

TITLE:

OFFICE SUPPLIES FOR FIVE (5) YEARS WITH ADDITIONAL FIVE (5) OPTIONS TO 
RENEW, ON A YEAR BY YEAR BASIS. 

THE FOLLOWING ARE REQUIREMENTS OF THIS BID, AS NOTED BELOW:
BID DEPOSIT AND PERFORMANCE BOND: ......................... NA

CATALOGUE AND LISTS: ......................................................... NA

CERTIFICATE OF COMPETENCY: ......................................... NA

EQUIPMENT LIST: ...................................................................... NA

INDEMNIFICATION/INSURANCE: .......................................... NA

LIVING WAGE: ............................................................................ NA

PRE-BID CONFERENCE/WALK-THRU: ................................ NA

MEASURES:............................................ ...................................... SEE SECTION 2.0 PARA 2.2

SAMPLES/INFORMATION SHEETS: ....................................... SEE SECTION 2.0 PARA 2.9

SECTION 3 – MDHA: ................................................................... NA

SITE VISIT/AFFIDAVIT:............................................................. NA

USER ACCESS PROGRAM:........................................................ SEE SECTION 2.0 PARA 2.21

WRITTEN WARRANTY: ............................................................. NA

FOR INFORMATION CONTACT:

HERMAN RAMSEY at 305-375-2173, or at hramsey@miamidade.gov 

IMPORTANT NOTICE TO BIDDERS:

COMPLETE AND RETURN ALL AFFIDAVITS WITH BID SUBMITTAL FORMS 

MIAMI-DADE COUNTY 

DEPARTMENT OF PROCUREMENT MANAGEMENT 

PURCHASING DIVISION 

FAILURE TO COMPLETE THE CERTIFICATION REGARDING LOCAL PREFERENCE ON 

PAGE 18 OF SECTION 4, BID SUBMITTAL FORM SHALL RENDER THE VENDOR 

INELIGIBLE FOR LOCAL PREFERENCE 

FAILURE TO SIGN PAGE 18 OF SECTION 4, BID SUBMITTAL FORM WILL RENDER 

YOUR BID NON-RESPONSIVE 



MIAMI-DADE COUNTY, FLORIDA 

INVITATION TO BID 

Bid Number: 6712-5/15-OTR 

Title: OFFICE SUPPLIES 

Sr. Procurement Contracting Agent: HERMAN RAMSEY 

Bids will be accepted until 2:00 p.m. on August 3, 2005 

Bids will be publicly opened. The County provides equal access and does not discriminate 

on the basis of disability in its programs or services. It is our policy to make all 

communication available to the public, including those who may be visually or hearing 

impaired. If you require information in a non-traditional format please call 305-375-5278. 

Instructions: Each Bid submitted to the Department of Procurement Management shall 

have the following information clearly marked on the face of the envelope: the Bidders 

name, return address, Bid number, opening date of the Bid and the title of the Bid. 

Included in the envelope shall be an original and three copies of the Bid Submittal, plus 

attachments if applicable. Failure to comply with this requirement may result in your Bid 

not being considered for award.  

All Bids must be submitted in a sealed envelope or container and will be opened promptly 

at the time indicated in this solicitation document.  Any Bid received after the first Bid has 

been opened will be returned to the Bidder unopened. The County does not accept 

responsibility for delays, natural or otherwise. 

NOTICE TO ALL BIDDERS: FAILURE TO SIGN THE BID SUBMITTAL FORM 

WILL RENDER YOUR BID NON-RESPONSIVE. 

THE BID SUBMITTAL FORM CONTAINS IMPORTANT CERTIFICATIONS THAT 

REQUIRE REVIEW AND COMPLETION BY ANY VENDOR RESPONDING TO THIS 

SOLICITATION
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2.1 PURPOSE: TO PRE-QUALIFY VENDORS

The purpose of this Invitation to Bid is to pre-qualify potential bidders through the 
submission of documents and forms which verifies that the vendor meets or exceeds the 
minimum criteria. All bidders which meet or exceed the criteria established herein shall 
be placed on a Pre-Qualification List that may be accessed by General Services 
Administration, Materials Management Division in order to obtain price quotations for 
the Purchase of Office Supplies.  

2.2 SMALL BUSINESS CONTRACT MEASURES FOR SOLICITATIONS 

 GREATER THAN $50,000 (Bid Preference)

A small Business Enterprise (SBE) Bid preference applies to this solicitation. 

A 10% percent Bid preference shall apply to contracts $1 million or less and 5% percent 
on contracts greater than $1 million. An SBE/Micro Business Enterprise must be certified 
by the Department of Business Development (DBD) for the type of goods and/or services 
the Enterprise provides in accordance with the applicable Commodity Code(s) for this 
solicitation. For certification information, contact the Department of Business 
Development at 305-375-3111 or access www.miamidade.gov/dbd.

The SBE/Micro Business Enterprise must be certified by bid submission deadline, at 
contract award and for the duration of the contract to remain eligible for the preference. 

2.3 INTENTIONALLY OMITTED 

2.4 TERM OF CONTRACT: FIXED PERIOD

This contract shall commence on the first calendar day of the month succeeding approval 
of the contract by the Board of County Commissioners, or designee, unless otherwise 
stipulated in the Notice of Award Letter which is distributed by the County's Department 
of Procurement Management, Purchasing Division; and contingent upon the completion 
and submittal of all required bid documents.  The contract shall expire on the last day of 
the  (60) sixty month period.  

2.5 OPTION TO RENEW (5) FIVE YEARS 

At the completion of the sixty (60) months of the original contract term, Miami-Dade 
County shall have the option to renew for an additional five (5) years on a year to year 
basis provided the bidders maintain the same pricing structure and purchasing format as 
explained on the next paragraph.  Continuation of the contract beyond the initial period is 
a County prerogative not a right of the bidder. This prerogative may be exercised only 
when such continuation is clearly in the best interest of the County. 
In the event that the bidder declines the County's right to exercise the option period, the 
County will consider the successful bidder in default and may affect it's eligibility for 
award on future contracts. 
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2.6 METHOD OF AWARD TO  PRE-QUALIFIED BIDDERS WHO WILL BE

INVITED TO PARTICIPATE IN SPOT MARKET PURCHASES

Award of this contract will be made to all those responsive, responsible bidders who meet 
the qualifications as stated herein and who meet or exceed the minimum criteria as 
established below: 

a) The vendor(s) shall maintain office. This facility shall be staffed by competent 
company representatives who can be contacted Monday thru Friday 8:00 am to 
5:00 p.m. 

b) Maintain working telephone and separate facsimile lines to expedite quotes. 

c) Be regularly engaged in providing office supplies and delivery service for a 
minimum of three (3) years. 

d) Provide three (3) references where you have provided office supplies and delivery 
service (Large commercial business and/or Government Agencies) from which 
the bidder has an established business relationship regarding office supplies for at 
least three continuous years. 

Bidders shall be placed on a Pre-Qualification List that may be accessed by GSA 
Materials Management in order to obtain price quotations. 

It shall be the sole prerogative of the County as to the number of awarded vendors on this 
contract. During the term of this contract, the County reserves the right to add or delete 
vendors as it deems necessary and in its best interest. 

QUOTE PROCEDURES:

Approved vendors shall be placed on a “Pre-qualified Vendors List”, which will be 
accessed by Department of GSA Materials Management as needed in order to obtain  
Spot Market quotations on a periodic basis. Note: The volume of usage and the stocking 
capabilities of the department will dictate the order frequency of the spot market 
purchases.  When such requirements are identified, the approved bidder(s) who indicated 
in Section 4.0 Paragraph 4.7 on their pre-qualification submittal they could provide the 
requested materials shall be invited to offer a fixed price and a firm delivery time for the 
specific items.  Pre-qualified awarded bidder(s) offering the lowest fixed price meeting 
specifications shall be awarded the purchase of the items thereof. The award to one 
Bidder for these items or orders does not preclude the ability of the remaining pre-
qualified bidders from submitting offers for other commodities as requested by the 
department.
In emergency situations where materials have to be delivered by the bidders or picked up 
by County personnel due to immediate requirements, the availability of materials and 
geographic location of the vendor may be the deciding factors in placing orders and 
quotations may not be necessary. 
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Each quotation will specify the items to be purchased, if equal products are acceptable it 
will state so, the date, time and location for delivery of supplies to be purchased, the due 
date, time for quotation submittal and any other special instructions.  Facsimile are 
acceptable unless the request for quotation requires the submittal of sealed quotations. 

The pre-qualified bidders will be solicited for price and availability quotes as needed.  A 
list of items will be faxed/E-Mailed to the approved bidders who indicated in Section 4.0 
Paragraph 4.7 on the pre-qualification form that they can supply the same. Quotes must 
be faxed back within the specified time as indicated by authorized Materials Management 
Staff. The County will note special shipping requirements. In those cases, the price 
quoted by the bidders shall be inclusive of any additional shipping cost. The successful 
bidder(s) shall be notified of their award.   

Materials quoted for pick up may be limited to Miami-Dade County Vendors. 

No quotes are necessary for purchases under $500.00; award may be based upon the 
availability of materials and geographic location of the vendor. 

2.7 PRICES

All prices to be quoted by the Pre-qualified Bidders shall be in accordance with the 
provisions established in Paragraph 2.6 of this Solicitation. Prices for materials shall 
remain firm and fixed until delivery or pick-up of the total order is completed or as 
predetermined during the quote process. 

Orders requiring special handling such as Air Freight, next day delivery, etc., may only 
be approved and placed by GSA Materials Management Supervisor. In those cases, the 
price quoted by the bidders shall be inclusive of any additional shipping cost. 

2.8 INTENTIONALLY OMITTED 
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2.9 “EQUAL”  PRODUCT CAN BE CONSIDERED UPON RECEIPT OF

SPECIFIED DATA IF REQUIRED IN A REQUEST FOR QUOTE

There may be time when the manufacturer's name, brand name and/or model number 
information contained in the Request for Quote Form are being used for the sole purpose 
of establishing the minimum requirement of level of quality, standard of performance, 
and design and is in no way intended to prohibit the offer of another manufacturer's items 
of equal material unless otherwise indicated on the Request For Quote Form. 

Each Request for Quote Form only require may submission of the following 
documentation to enable County evaluation of “equal” products: 

 ___x__:  Product Information Sheets 
 ______:  Product Samples with Initial Offer 
 ___x__:  Product Samples Upon Specific Request 
 ______:  Product labels 
 ______:  Performance Test Results 

If an “equal” product may be considered by the County in accordance with the Request 
For Quote Form, the unit shall be equal in quality and standards of performance to the 
item specified in the solicitation. Where an “or equal” item is offered, and product 
information sheets are required, the initial offer must be accompanied with two (2) 
complete sets of product information sheets (such as factory specifications, standard 
manufacturer information sheets, catalogues, and brochures), and if required, two (2) 
copies of performance test results of the unit offered as an equal..  Also for product 
information submittals, all supporting documentation submitted by the offer must in total 
meet the required specifications set forth in this solicitation. Where the standard product 
literature submitted with the offer provides information that does not comply with the 
specifications, the offer shall state, in an official letter on corporate letterhead as part of 
their initial offer, the differences between the item they are specifically offering, and the 
equipment described by the standard product literature, to substantiate compliance to all 
of the specifications set forth in this solicitation. In such cases, any offer submitted with 
standard product literature but without the letter explaining compliance may result in the 
rejection of the offer for not meeting the solicitation specifications.   

If samples of all “or equal” items bid are required for evaluation, such items are to be 
provided at no cost to the County, and should be submitted with the initial offer, or at the 
time of specific request.   Failure to meet this requirement may result in your offer being 
rejected. 

For “equal” products to be evaluated based on submission of product labels, the initial 
offer should be accompanied with labels indicating the specification and ingredients for 
each “or equal” item offered. Failure to meet this requirement may result in your offer 
being rejected.  
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 The County shall be sole judge of equality, based on the best interests of the County, and 
its decision in this regard shall be final.  Items labeled "No Substitute" on the County’s 
Bid/Proposal Submission Form are the only products that will be accepted under this 
solicitation.

2.10 INTENTIONALLY OMITTED 

2.11 INTENTIONALLY OMITTED 

2.12 INTENTIONALLY OMITTED 

2.13 INTENTIONALLY OMITTED 

2.14 INTENTIONALLY OMITTED 

2.15 METHOD OF PAYMENT: PERIODIC INVOICES FOR COMPLETED

PURCHASES

The vendor(s) shall submit an invoice(s) to the County user department(s) after purchase 
has been completed, whether the specific item(s) were picked up by authorized County 
personnel or delivered to the site by the vendor. In addition to the general invoice 
requirements set forth below, the invoices shall reference the corresponding delivery 
ticket number or packing slip number that was signed by an authorized representative of 
the County user department at the time the items were delivered and accepted.  Submittal 
of these periodic invoices shall not exceed thirty (30) calendar days from the delivery of 
the items. Under no circumstances shall the invoices be submitted to the County in 
advance of the delivery and acceptance of the items. 

All invoices shall contain the following basic information: 

I. Vendor Information: 

• The name of the business organization as specified on the contract 
 between Miami-Dade County and vendor 

• Date of invoice 

• Invoice number 

• Vendor’s Federal Identification Number on file with Miami-Dade  County 

II. County Information: 

• Miami-Dade County Release Purchase Order or Small Purchase  Order 
Number

III. Pricing Information: 

• Unit price of the goods, services or property provided 
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• Extended total price of the goods, services or property 

• Applicable discounts 

IV. Goods or Services Provided per Contract: 

• Description 

• Quantity 

V. Delivery Information: 

• Delivery terms set forth within the Miami-Dade County Release 
 Purchase Order 

• Location and date of delivery of goods, services or property 

VI. Failure to Comply:    
 Failure to submit invoices in the prescribed manner will delay payment. 

2.16 SHIPPING TERMS: F.O.B. DESTINATION

All bidders shall quote prices based on F.O.B. Destination and shall hold title to the 
goods until such time as they are delivered to, and accepted by, an authorized County 
representative at GSA Materials Management (305) 592-3015. 

2.17 DELIVERY SHALL BE FOURTEEN (14) DAYS AFTER DATE OF ORDER

The vendor shall make deliveries within fourteen (14) calendar days after the date of the 
order resulting from each spot market quote.  All deliveries shall be made in accordance 
with good commercial practice and all required delivery timeframes shall be adhered to 
by the vendor(s); except in such cases where the delivery will be delayed due to acts of 
God, strikes, or other causes beyond the control of the vendor. In these cases, the vendor 
shall notify the County of the delays in advance of the original delivery date so that a 
revised delivery schedule can be appropriately considered by the County. 

 Should the vendor(s) to whom the contract(s) is awarded fail to deliver in the number of 
days stated above, the County reserves the right to cancel the contract on a default basis. 
If the contract is so terminated, it is hereby understood and agreed that the County has the 
authority to purchase the goods elsewhere and to charge the incumbent vendor with any 
re-procurement costs. If the vendor fails to honor these re-procurement costs, the County 
may terminate the contract for default. 

Certain County employees may be authorized in writing to pick-up materials under this 
contract. Vendors shall require presentation of this written authorization. The vendor 
shall maintain a copy of the authorization. If the vendor is in doubt about any aspect of 
material pick-up, vendor shall contact the appropriate user department to confirm the 
authorization. 
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           DELIVERY LOCATIONS AND HOURS SPECIFIED

The vendor shall deliver items to the following County facilities during the prescribed 
hours: GSA Materials Management, 2225 NW 72nd Avenue, Miami, Florida.33122, 
Monday-Friday 7:30 AM,-3:30 PM. 

2.18 BACK ORDER DELAYS IN DELIVERY SHALL NOT BE ALLOWED

The County shall not allow any late deliveries attributed to product back order situations 
under this contract. Accordingly, the vendor is required to deliver all items to the County 
within the time specified in this solicitation and resultant contract; and no grace period on 
account of back order situations shall be honored, unless written authorization is issued 
by the user department, and a new delivery date is mutually established. In the event that 
the vendor fails to deliver the products within the time specified, the County reserves the 
right to cancel the order, seek the items from another vendor, and charge the incumbent  
vendor for any re-procurement costs. If the vendor fails to honor these re-procurement 
costs, the County may terminate the contract for default. 

2.19 INTENTIONALLY OMITTED 

2.20 CONTACT PERSONS:

For any additional information regarding the terms and conditions of this solicitation and 
resultant contract, Contact: Herman Ramsey, at (305) 375-2173 email – 
hramsey@miamidade.gov. 

2.21 COUNTY USER ACCESS PROGRAM (UAP)

User Access Fee 

Pursuant to Miami-Dade County Budget Ordinance No. 03-192, this contract is subject to 
a user access fee under the County User Access Program (UAP) in the amount of two 
percent (2%). All sales resulting from this contract, or any contract resulting from this 
solicitation and the utilization of the County contract price and the terms and conditions 
identified herein, are subject to the two percent (2%) UAP. This fee applies to all contract 
usage whether by County Departments or by any other governmental, quasi-
governmental or not-for-profit entity.  

The vendor providing goods or services under this contract shall invoice the contract 
price and shall accept as payment thereof the contract price less the 2% UAP as full and 
complete payment for the goods and/or services specified on the invoice. The County 
shall retain the 2% UAP for use by the County to help defray the cost of the procurement 
program. Vendor participation in this invoice reduction portion of the UAP is mandatory. 
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Joint Purchase 

Only those entities that have been approved by the County for participation in the 
County’s Joint Purchase and Entity Revenue Sharing Agreement are eligible to utilize or 
receive Miami-Dade County contract pricing and terms and conditions. The County will 
provide to approved entities a UAP Participant Validation Number. The vendor must 
obtain the participation number from the entity prior to filling any order placed pursuant 
to this section. Vendor participation in this joint purchase portion of the UAP, however, 
is voluntary. The vendor shall notify the ordering entity, in writing, within 3 work days of 
receipt of an order, of a decision to decline the order.  

 For all ordering entities located outside the geographical boundaries of Miami-Dade 
County, the successful vendor shall be entitled to ship goods on an “FOB Destination, 
Prepaid and Charged Back” basis. This allowance shall only be made when expressly 
authorized by a representative of the ordering entity prior to shipping the goods. 

Miami-Dade County shall have no liability to the vendor for the cost of any purchase 
made by an ordering entity under the UAP and shall not be deemed to be a party thereto.  
All orders shall be placed directly by the ordering entity with the vendor and shall be paid 
by the ordering entity less the 2% UAP. 

Vendor Compliance 

If a vendor fails to comply with this section, that vendor may be considered in default by 
Miami-Dade County in accordance with Section 1, Paragraph 1.23 of this contract 
solicitation and the resulting contract.  

2.22 COMPLIANCE WITH FEDERAL STANDARDS

All items to be purchased under this contract shall be in accordance with all 
governmental standards, to include, but not be limited to, those issued by the 
Occupational Safety and Health Administration (OSHA), the National Institute of 
Occupational Safety Hazards (NIOSH), and the National Fire Protection Association 
(NFPA). 

2.23 ENVIRONMENTALLY ACCEPTABLE PACKAGING

Effective June 16, 1992, all contracts in excess of ten thousand ($10,000) dollars will be 
affected by Resolution Number R738-92 amending Miami-Dade County Administrative 
Order 3-2 (relating to the procurement of goods and services). 

As a waste management alternative, and as an additional means of reducing the volume 
and toxicity of waste and by-products entering Florida's solid waste stream, Miami-Dade 
County has instituted the following policy with regard to source reduction. 

In order to discourage excessive packaging of a product solely for marketing purposes 
and to encourage packaging for purposes of ensuring durability, re-usability and 
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recyclability.  No goods shall be purchased if the goods constitute less than 90 percent 
(by volume) of the item being purchased or if the goods contains more than 10 percent 
package and packing material (by volume).  No packaging shall be purchased which is 
not environmentally acceptable packaging. 

For purposes of meeting the requirements of this resolution, "Environmentally 
Acceptable" shall be defined as; any item that is returnable for reuse or recycling, or 
which is recyclable. 
In order to insure compliance with this resolution, vendors shall indicate in the space 
provided on the Bid/Proposal Submission Form or elsewhere as required by this 
solicitation, the method to be used for returning packaging materials to the distributor in 
conjunction with this solicitation and/or by completing the General Services Certification 
of Recycled Product Content Form indicating the ability of the materials to be recycled 
through existing recycling collection programs. 

Appeals for waiver of these requirements may be made in writing to the County Manager 
through the Director of Procurement Management.  No waiver shall be effective unless 
approved by a majority vote of the Board of County Commissioners.  Offers failing to 
provide this information may result in being declared non-responsive; however the 
vendor shall be given the opportunity to provide the information during the offer 
evaluation period.  At such time, the vendor shall be given fifteen (15) calendar days to 
submit this information. 

Vendors wishing to obtain a copy of the complete resolution should contact The Clerk of 
the Board at 305-375-5126. 

2.24 MATERIALS SHALL BE NEW AND WARRANTED AGAINST DEFECTS

The vendor hereby acknowledges and agrees that all materials, except where recycled 
content is specifically requested, supplied by the vendor in conjunction with this 
solicitation and resultant contract shall be new, warranted for their merchantability, and 
fit for a particular purpose.  In the event any of the materials supplied to the County by 
the vendor are found to be defective or do not conform to specifications: (1) the materials 
may be returned to the vendor at the vendor’s expense and the contract cancelled or (2) 
the County may require the vendor to replace the materials at the vendor’s expense. 

2.25 PACKING SLIP/DELIVERY TICKET TO ACCOMPANY ITEMS DURING 

DELIVERY:

The successful bidder shall enclose a complete packing slip or delivery ticket with any 
items to be delivered in conjunction with this bid solicitation. The packing slip shall be 
attached to the shipping carton(s) which contain the items and shall be made available to 
the County's authorized representative during delivery. The packing slip or delivery ticket 
shall include, at a minimum, the following information: purchase order number; date of 
order; a complete listing of items being delivered; and back-order quantities and 
estimated delivery of back-orders if applicable. 
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2.26 STOCK LEVELS SHALL BE MAINTAINED BY BIDDER

The successful bidder(s) shall ensure that adequate stock levels are maintained in order to 
assure the County of prompt delivery. If the delivery terms specified in the Solicitation 
are not fulfilled by the Bidder, the County reserves the right to cancel the order, purchase 
the goods elsewhere, and charge the Bidder for any reprocurement costs incurred by the 
County. 

2.27 SUPPLIERS OF MATERIALS/PRODUCTS SHALL BE IDENTIFIED

If the Bidder shall be utilizing a third party distributor or manufacturer as the source of 
supply for obtaining and delivering products and/or materials required in conjunction 
with this Bid Solicitation, the Bidder shall be required to supply a copy of its contractual 
agreement with the supplier with its Bid Submittal form. The information contained in 
this contractual agreement shall include, but not be limited to: shipping and delivery 
terms, packaging requirements. If the bidder fails to submit this information with the Bid 
Submittal Form, the bidder may be allowed to submit this documentation to the County 
during the bid evaluation period if such action is in the best interest of the County. 

2.28 SHELF LIFE OF STOCK

The successful bidder(s) shall supply the County with fresh stock only and shall insure 
 that items with a limited shelf life are inspected and certified fresh by the bidder prior to 
 shipment to the County. 
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3.1 SCOPE

It is the intent of this contract to provide Miami-Dade County with qualified suppliers of 
materials as specified herein without limiting the vendors or manufacturers that trade in this 
commodity. 

3.2 ITEMS

The following Office Supplies are a guideline of types of purchases on this contract.  All 
supplies shall be related to office supplies.  Supplies shall include but not be limited to the 
following items: 

Base Calculator/Machine Stand Recycled Hanging File 
Binder Cover Hot File, Add-On Pocket 
Recycled Binder Pressboard Triple Tray 
Recycled Binder Indexes Recycled 4-Part Classification Folder 
Board, Dry-Erase Recycled 6-Part Classification Folder 
Board, Magnetic In-Out System Labeling System 
Fabric Tack Board Glue Stick 
Bookends Folders, Letter & Legal Size 
Board, Trimming Magazine and Literature File 
Recycled Calculator Paper Labeling System Cassette Tape 
Clear Vinyl Chairmat Massage Book 
Anti-static Charmats Recycled Easel Pads 
Cleaner, Desk and Office Recycled Stenographer Notebook 
Clip, Binder Pencils 
Copy Holder Recycled Paper Clips 
Correction Fluid Recycled Pencil Cup 
Clock/Wall Paper Clip Caddy and Dispenser 
Desktop Risers Pencil Sharpener, Electric 
Desk Letter/Legal Tray “Post-It” Note Desk Organizer 
Deskpad Rubber Bands 
Correction Film Rulers 
Desk Top Organizer Heavy Duty Multiple Hole Punch 
Desk Organizer – Telephone Message Center Stapling Machine 
Dictionary Sheet Protector 
Easel with steel Mark ‘N’ Wipe Staples 
Recycled Envelope Tape Dispenser 
Fasteners Prong Business Card File 
Files, Card, Covered Calculator  
Recycled Files Refillable Ball Point Pen 
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Open Rotary Card File Stick Ball Point Pen 
File Director, List Finder Fineline Marker Pen 
Expo Dry Erase Kit  Uni-Ball XL  
Suregrip replacement Blades Aluminum Forms Holder 
Coil – Pen and Holder Service Cart 
Tax-A- Long Ball Point Pen  Pedestal Leg folding Table 
Carton Opener Surgrip rectractable utility knife Key Cabinet 
Jumbo floor and Carpet Sweeper Heavy Duty Gun Tacker 
Step Stools Masking Tape 
Field Worker Hanging Pen Message/Key Center 
Coin wrappers                                                           Miscellaneous typewriter ribbons 
Miscellaneous typewriters lift off tapes                   Black fabric nylon ribbons 
Diskettes, formatted & unformatted                          Zip Disk 
CD’s, Recordable/rewrittable w/jewel case               Recycled data binders various sizes 
Computer screen monitors 15” & 17”                       Mouse & Mousepads 
Miscellaneous computer cleaning accessories         Outlet strips/surge suppressors/extension.  
Locking diskette trays                                                telephone desk stand 
Tool pouch/general office maintenance                     extension cords 
Bubble envelopes                                                       security  envelopes 
Service carts                                                               aluminum hand trucks 
Folding platform trucks                                              address labels 
Inkjet/laser jet labels  pin fed labels 
File labels                                             Masking/box sealing/filament tapes 
X-stampers 10 in one                                                  Dymo labeling tapes   
   

3.3 ORDER REQUEST

Bidder shall only accept orders from an authorized representative of the Miami-Dade County 
GSA Materials Management Division.   
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OPENING: 2:00 P.M. 

WEDNESDAY 

August 3, 2005 

NOTE: Miami-Dade County is exempt from all taxes (Federal, State, Local). Bid price should be less all 
taxes. Tax Exemption Certificate furnished upon request. 

Issued 
by:Hlr 

DPM 
Purchasing Division 

Date Issued: 05/18/05 This Bid Submittal Consists of 

Pages 13 through 18

Sealed bids subject to the Terms and Conditions of this Invitation to Bid and the accompanying Bid 
Submittal. Such other contract provisions, specifications, drawings or other data as are attached or 
incorporated by reference in the Bid Submittal, will be received at the office of DPM, Bids and Contracts 
Division, Vendor Assistance section at the address shown above until the above stated time and date, and 
at that time, publicly opened for furnishing the supplies or services described in the accompanying Bid 
Submittal Requirement. 

OFFICE SUPPLIES 
A Bid Deposit in the amount of NA of the total amount of the bid shall accompany all bids 

A Performance Bond in the amount of NA of the total amount of the bid will be required upon execution 
of the contract by the successful bidder and Miami-Dade County 

DO NOT WRITE IN THIS SPACE 

ACCEPTED _____ HIGHER THAN LOW _____ 
FIRM NAME: ______________________________ 

NON-RESPONSIVE _____ UNRESPONSIBLE _____ 

DATE B.C.C. ___________ NO BID _____ 

ITEM NOS. ACCEPTED _________________________________ 

COMMODITY CODE: 615-73, 615 

SR. PROCUREMENT AGENT: HERMAN RAMSEY 

RETURN THREE COPIES OF BID SUBMITTAL PAGES ONLY

FAILURE TO COMPLETE THE CERTIFICATION REGARDING LOCAL 

PREFERENCE ON PAGE 18 OF SECTION 4, BID SUBMITTAL FORM SHALL 

RENDER THE VENDOR INELIGIBLE FOR LOCAL PREFERENCE

FAILURE TO SIGN PAGE 18 OF SECTION 4, BID SUBMITTAL FORM, WILL 

RENDER YOUR BID NON-RESPONSIVE 

INVITATION TO BID 

SECTION 4 

BID SUBMITTAL FORM

Submit Bid To:

CLERK OF THE BOARD 

Stephen P. Clark Center 

111 NW 1
st
 Street 

17
th

 Floor, Suite 202 

Miami, Florida 33128-1983 

PLEASE QUOTE PRICES F.O.B. DESTINATION, LESS TAXES, DELIVERED IN 
MIAMI-DADE COUNTY, FLORIDA 



MIAMI-DADE COUNTY BID NO.:  6712-5/15-OTR

BID SUBMITTAL FOR: 

OFFICE SUPPLIES 

FIRM NAME:______________________________________________________________ 
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GENERAL QUESTIONS

4.1 Do you have fully office name of contact person and number capable of meeting the  
County’s need from Monday – Friday 8:00 a.m. to 5:00 p.m.?    Yes ____       No ____  

Name of Contact Person: _________________________ 

Telephone Number: ______________________________ 

4.2 Please provide dedicated fax number.  

 Fax Number: _______________________ 

4.3 Please provide references you have provided office products in the past three (3) years or  
 more. 

Reference #_____ 

Company Name: _____________________________________________ 
Address:  ___________________________________________________ 
Contact person: ____________________________ Title: _____________ 
Telephone Number:  (      )   _______________ 
Years dealing with your firm: ______________ 

Reference #_____ 

Company Name: _____________________________________________ 
Address:  ___________________________________________________ 
Contact person: ____________________________ Title: _____________ 
Telephone Number:  (      )   _______________ 
Years dealing with your firm: ______________ 

Reference #_____ 

Company Name: _____________________________________________ 
Address:  ___________________________________________________ 
Contact person: ____________________________ Title: _____________ 
Telephone Number:  (      )   _______________ 
Years dealing with your firm: ______________ 



MIAMI-DADE COUNTY BID NO.:  6712-5/15-OTR

BID SUBMITTAL FOR: 

OFFICE SUPPLIES 

FIRM NAME:______________________________________________________________ 
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4.4 CONTACT INFORMATION

BIDDER NAME                  __________________________ 

ADDRESS:                         __________________________ 

CITY, STATE, ZIP CODE:   __________________________ 

TELEPHONE NUMBER:     __________________________ 

FAX NUMBER:                    __________________________ 

EMERGENCY CONTACT: __________________________ 

4.5 Please list all manufacturers that your company is a distributor for: 

1. ___________________________ 15   __________________________ 

2. ____________________________ 16  ___________________________ 

3. ____________________________ 17  ___________________________ 

4. ____________________________ 18.   __________________________ 

5. ____________________________  19    __________________________ 

6. ____________________________  20    __________________________ 

7. ____________________________  21.___________________________  

8. ___________________________ 22. ___________________________ 

9. ____________________________ 23  ___________________________ 

10. ____________________________ 24.   __________________________ 

11. ____________________________ 25.   __________________________ 

12. ____________________________  26    __________________________ 



MIAMI-DADE COUNTY BID NO.:  6712-5/15-OTR

BID SUBMITTAL FOR: 

OFFICE SUPPLIES 

FIRM NAME:______________________________________________________________ 
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13. ____________________________  27    __________________________ 

 14. ______________________________  28.  __________________________ 



MIAMI-DADE COUNTY BID NO.: 6712-5/15 -OTR 
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SECTION 4 

BID SUBMITTAL FOR: 

OFFICE SUPPLIES

ACKNOWLEDGEMENT OF ADDENDA 

INSTRUCTIONS: COMPLETE PART I OR PART II, WHICHEVER APPLIES

PART I:

LIST BELOW ARE THE DATES OF ISSUE FOR EACH ADDENDUM RECEIVED IN 
CONNECTION WITH THIS BID 

Addendum #1, Dated      

Addendum #2, Dated      

Addendum #3, Dated      

Addendum #4, Dated      

Addendum #5, Dated      

Addendum #6, Dated      

Addendum #7, Dated      

Addendum #8, Dated      

PART II: 

  NO ADDENDUM WAS RECEIVED IN CONNECTION WITH THIS BID 

FIRM NAME:           

AUTHORIZED SIGNATURE:      DATE: 

      TITLE OF OFFICER:      



MIAMI-DADE COUNTY BID NO.: 6712-5/15-OTR 

18
Revised 01/05 

BID SUBMITTAL FORM 
.Bid Title: OFFICE SUPPLIES
By signing this Bid Submittal Form the Bidder certifies that it satisfies all legal requirements (as an entity) to do business with the County, including all 
Conflict of Interest and Code of Ethics provisions in Section 2-11 of the Miami-Dade County Code. Any County employee or member of his or her immediate 
family seeking to contract with the County shall seek a conflict of interest opinion from the Miami-Dade County Ethics Commission prior to submittal of a Bid 
response or application of any type to contract with the County by the employee or his or her immediate family and file a copy of that request for opinion and 
any opinion or waiver from the Board of County Commissioners with the Clerk of the Board.  The affected employee shall file with the Clerk of the Board a 
statement in a form satisfactory to the Clerk disclosing the employee’s interest or the interest of his or her immediate family in the proposed contract and the 
nature of the intended contract at the same time as or before submitting a Bid, response, or application of any type to contract with the County.  Also a copy of 
the request for a conflict of interest opinion from the Ethics Commission and any corresponding opinion, or any waiver issued by the Board of County 
Commissioners, must be submitted with the response to the solicitation. 

In accordance with Sec. 2-11.1(s) of the County Code as amended, prior to conducting any lobbying regarding this solicitation, the Bidder must file the 

appropriate form with the Clerk of the Board stating that a particular lobbyist is authorized to represent the Bidder. Failure to file the appropriate 
form in relation to each solicitation may be considered as evidence that the Bidder is not a responsible contractor. 

The Bidder confirms that this Bid is made without prior understanding, agreement, or connection with any corporation, firm, or person submitting a Bid for the 
same goods and/or services and in all respects is without collusion, and that the Bidder will accept any resultant award.  Further, the undersigned acknowledges 
that award of a contract is contingent upon vendor registration.  Failure to register as a vendor within the specified time may result in your firm not being 
considered for award. 

Pursuant to Section 2-8.6, any individual, corporation, partnership, joint venture or other legal entity having an officer, director, or executive who has been 
convicted of a felony during the past ten (10) years shall disclose this information prior to entering into a contract with or receiving funding from the County.   

 Place a check mark here to affirm compliance with this disclosure requirement.

COUNTY USER ACCESS PROGRAM (UAP): Joint purchase and entity revenue sharing program 

For the County’s information, the bidder is requested to indicate, at ‘A’ and ‘B’ below, its general interest in participating in the Joint Purchase Program of the 
County User Access Program (UAP) described in Section 2.21 of this contract solicitation, if that section is present in this solicitation document. Vendor 
participation in the Joint Purchase portion of the UAP is voluntary, and the bidder’s expression of general interest at ‘A’ and ‘B’ below is for the County’s 
information only and shall not be binding on the bidder.

A. If awarded this County contract, would you be interest in participating in the Joint Purchase portion of the UAP with respect to other governmental, 
quasi-governmental or not-for-profit entities located within the geographical boundaries of Miami-Dade County? 

Yes   No  
and

B. If awarded this County contract, would you be interested in participating in the Joint Purchase portion of the UAP with respect to other 
 governmental, quasi-governmental or not-for-profit entities located outside the geographical boundaries of Miami-Dade County? 

Yes   No  
LOCAL PREFERENCE CERTIFICATION:  The responding vendor hereby attests, by checking one of the following blocks, that it is , or is not , a 
local business.  For the purpose of this certification, a “local business” is a business located within the limits of Miami-Dade County (or Broward County in 
accordance with the Interlocal Agreement between the two counties) that conforms with the provisions of Section 1.10 of the General Terms and Conditions of 
this solicitation and contributes to the economic development of the community in a verifiable and measurable way.  This may include, but not be limited to, 
the retention and expansion of employment opportunities and the support and increase to the County’s tax base.  Failure to complete this certification at this 

time (by checking the appropriate box above) shall render the vendor ineligible for Local Preference.

Firm Name: 
_____________________________________________________________________________________________________________ 

Street Address: 
___________________________________________________________________________________________________________ 

Mailing Address (if different): 
_______________________________________________________________________________________________ 

Telephone No. _______________________________   Fax No. _________________________ 

Email Address: ________________________________________  FEIN No. __/__-__/__/__/__/__/__/__ 

Prompt Payment Terms: _____% _____ days net _____days                                    *“By signing this document the bidder agrees to all Terms

(Please see paragraph 1.2 H of General Terms and Conditions)          and Conditions of this Solicitation and the resulting Contract”

Signature: ________________________________________________________________________ 

     (Signature of authorized agent)

Print Name: _____________________________________   Title: ____________________________________________ 

Failure to sign this page shall render your Bid non-responsive.



APPENDIX 

AFFIDAVITS 
FORMAL BIDS 
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